Colorado Community College System 
Administrative & Professional/Technical Evaluation Form
EVALUATION PERIOD: _____/_____/_____ TO _____/_____/_____

NAME OF ADMINISTRATOR: 









POSITION TITLE: 











LIST OF ESTABLISHED GOALS:

GOALS AND OBJECTIVES:  Evaluate the extent to which the employee accomplished established objectives for the evaluation period.  The evaluation should include the relevance of the objectives to CCCS and department goals.
MANAGERIAL/BEHAVIORAL CHARACTERISTICS:  Provide information on the extent to which the employee exhibited or failed to exhibit one or more of the following: Adaptability, flexibility, creativity; Leadership; Problem analysis, decision making; Planning, organizing and coordinating; Initiative exercised; Accomplishment of goals; Ability to communicate with others; Ability to delegate, follow-up and control; Other characteristics related to job.
SUPERVISORY CHARACTERISTICS (If Applicable):  In addition to the Managerial Characteristics listed above, supervisors should consider the employee’s selection, training, delegating, communicating with, evaluating, and day-to-day supervision or work direction of any subordinate staff. 
PROFESSIONAL CONTRIBUTIONS AND ACCOMPLISHMENTS:  Note any special accomplishments or contributions to their profession.  (e.g. professional memberships, honors/awards, continuing education, etc.)
STRENGTHS:  Make a statement describing the employee’s strengths.

AREAS OF IMPROVEMENT:  Make a statement identifying area(s) of performance in need of improvement. (Mandatory for an overall rating of Needs Improvement.)

SUMMARY RATING:  Provide a statement describing the overall performance of the employee.  One of the following rating levels must then be assigned to the employees overall performance:

 FORMCHECKBOX 

UNSATISFACTORY (EVALUATOR MUST PROVIDE EMPLOYEE WITH SPECIFIC WRITTEN GUIDELINES FOR PERFORMANCE IMPROVEMENT)

 FORMCHECKBOX 

MEETS EXPECTATION

 FORMCHECKBOX 

EXCEEDS EXPECTATION

 FORMCHECKBOX 

MERITORIOUS

________________________________________

___________________________________


EVALUATOR SIGNATURE/DATE



EMPLOYEE SIGNATURE/DATE

NOTE:  EMPLOYEE MAY ATTACH A STATEMENT TO THIS EVALUATION INDICATING AGREEMENT OR DISAGREEMENT WITH ANY OR ALL OF THE CONTENTS.

Performance Level Definitions

1. Meritorious – (Distinguished, Exceptional, Outstanding) This rating should be given only to the very few whose performance is sustained and outstanding when compared with overall job requirements.

· Displays an exceptional ability to adapt to change

· Significantly exceeds the qualitative and quantitative standards

· Displays a complete mastery of all phases of a job

· Exceptional and extraordinary attainment that exceeds the highest standard of performance in all key result areas

· Consistently displays a  positive attitude toward others

· Performance is clearly distinguished and the very best that can be attained

· Effectively interfaces with co-workers in own and other groups

· Contribution and achievement consistently and significantly exceeds the requirement

· Has highly developed and effective interpersonal skills

· Assignments are accomplished in an exceptional manner with minimal direction

· Contributions are visible, measurable, and acknowledged by supervisors as well as peers/colleagues

· Demonstrates exceptional skills required to perform the job

· Displays ability to analyze facts and circumstances

· Showing excellent problem-solving ability

2. Exceeds Expectations – (Commendable, Excellent, Superior)

· Adapts to change easily

· Performance goes beyond the reasonable position requirements and exceeds normally expected results

· Demonstrates a high degree of initiative and depth of knowledge

· Consistently demonstrates significant and lasting achievements which meaningfully impact the organization

· Works effectively as a part of a team, contributing to overall group performance

· Assignments are accomplished in a highly effective manner with only general guidance and direction

· Displays effective interpersonal skills

· Has mastery of the skills required to perform the job

3. Meets Expectations – (Fully Competent, Good, Satisfactory)

· Meets required standards and expectations

· Performance fully satisfies the requirements of the job

· Capable and qualified; delivers competent performance in a satisfactory and professional manner

· Consistently meets expected results criteria for quality and quantity of work

· Assignments are accomplished effectively with a  normal amount of direction

· Works well with co-workers and in group settings

· Demonstrates competent skills required to perform the job

· Displays a positive attitude toward others

· Displays an ability to adapt to change

· Interpersonal skills meet expected norms

4. Unsatisfactory – (Provisional, Needs Improvement, Below Expectations, Unacceptable, Marginal)

· Performance is inconsistent and falls short of what is expected

· Fails to meet standards and job expectations

· Ineffective in group activities

· Does not adapt to change easily

· A need for further improvement is clearly recognized, identified, and must occur immediately

· Employee requires more than normal amount of coaching, guidance and direction

· Managerial/technical/professional skills are of some detriment to performance

· Interpersonal Skills need improvement; does not work well with others







6/20/2006   

